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This brochure offers some tips to help you complete your 
Application for Unemployment Insurance Benefits and 
Employment Services. Please check the number on the 
lower left-hand corner of the application form to ensure 
that it reads INS-5114 (09-92) B. If the number on the 
application form is different at all, then please ask for 
the earlier version of this booklet, which bears the iden- 
tification number IN418/2/92. 


You must answer all questions on your applica- 
tion or a delay in the payment of your benefits 
may result. 


PRINT clearly or type your answers to all ques- 
tions in the unshaded blocks. 


If you’re in doubt about anything, ask the recep- 
tionist or call the Canada Employment Centre (CEC) 
nearest you. The phone numbers are listed in the 
Government of Canada pages of your telephone 
directory. 

If you have to supply extra documentation and 
you don’t have it when you fill out your application 
form, don’t wait. Submit the application and pro- 
vide the other documents when you receive them. 
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Personal 
information 


It is to your advantage to complete the form in full. 


Line 


O 


OS 


O08 
10 


17 


Make sure your Social Insurance Number (SIN) 
is correct. 

If you don’t have a Social Insurance Number, 
explain why in Section J. Applications for SIN 
numbers are available at Canada Employment 
Centres. 


O Please print your name and complete 


address clearly (including county, Rural 
Municipality or Rural Route, if applicable). We 
need this information to mail your cheques or to 
contact you for a job. 


Complete this section only if your mailing address 
is different from your residential address. 


If you don’t have a telephone number where we 
can reach you, please fill this box in if there is 
a telephone number where we can leave messages. 
This is important in case we want to contact you 
about a job. 


This information is used to decide how much in- 
come tax should be deducted from your benefits. 
Check the first box if you are a single taxpayer 
or the box below if your spouse is your depen- 
dent. The box on the right is to show us how 
many dependent children you have. 
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Line 


You may choose to have more income tax 
deducted from your Unemployment Insurance if, 
for example, you have taxable income from other 
sources from which income tax isn’t deducted. 
If so, simply visit the CEC nearest you to make 
the necessary changes. For more details regard- 
ing tax credits, ask for a Personal Tax Credit 
Return form (TD1). 


Special Programs 


1 2 1 Important: Employment and Immigration 


Canada has a number of programs and 
services designed to assist workers who have par- 
ticular employment needs. Information sought 
in these sections is used to determine your 
eligibility for these programs and services and 
also for statistical purposes. The completion of 
this section 1s voluntary. 

Complete this section only if you wish to be 
considered for one of Employment and Immigra- 
tion Canada’s special programs for women, 
Aboriginal peoples, the disabled, or visible 
minorities. 
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Employment 
History 


Line 


15 


16 


a 4 
18 


21 


Put the business name, mailing address and 
telephone number of your last employer’s main 
office. This is normally where the payroll is made 
up. 


For example, the company you work for may 
have its main office in Toronto but you work in 
a small mining town in northern Ontario. 


This is the number your employer uses to identify 
you. If you don’t know it, leave it blank. 


This is the type of work you did. Be specific. For 
example, accounting clerk, carpenter, apprentice 
auto mechanic. 


In order to speed up the processing of your claim, 
this section should be completed in full. 

Please indicate why you are no longer work- 
ing. For example, shortage of work, quit, 
fired/dismissed, maternity, illness, or returned 
to school. If ‘‘other’’, such as retirement or 
adoption, explain fully in section J. 

If you quit your job please complete Annex 1 
entitled Voluntary Separation from Employment. 

If you were fired or dismissed, please complete 
Annex 2 entitled Fired (Dismissed). 
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Line 


If you stopped work because of illness or 
pregnancy, please complete Annex 3 entitled 
Sickness or Maternity. 

If you’re adopting a child or caring for a new- 
born child, you will need to ask us for the form 
Application for Parental Benefits. Please com- 
plete section A of the supplementary application 
and ensure that section B is completed by the 
appropriate official. 


qi you require any vor the AROS isted labo: ples 
call or ask the receptionist at your nearest Canada 
Employment Centre. The telephone number is. listed 
‘inthe See ad oF Canada : section ee you tel lephe oe 
Be -—. — : 


You may also wish to visit the CEC nearest you. 


Important: 


All claimants are reminded ‘that thie annexes are re- 
quired in addition to the completed Application, for 
Unemployment Insurance Benefits (INS 5114). 


? Check the appropriate box to indicate whether 
you belong to a union or professional associa- 
tion. If you answered ‘‘yes,’’ give the name and 

local or chapter. 


2 3 The completion of this section is voluntary. The 
Privacy Act requires that we have your written 
consent (authorization) before we can release any 
information about your UI claim to your union 
representative or your association. 
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Therefore, should a situation occur where you 
would wish to have a representative of your union 
or association act on your behalf in your dealings 
with the CEC, please initial in the appropriate 
space. 


? 4 This is your normal gross salary before any 
deductions such as income tax or Canada Pension 
Plan or Quebec Pension Plan. 


26 This is your total gross earnings before deduc- 
tions - including overtime - for your last week 
of work. 


To UI, a work week runs 
from Sunday to Saturday. 


If your last day worked was a Wednesday, then your 
wages earned for Sunday, Monday, Tuesday and Wed- 
nesday must be included. 


28 -<3 Check the appropriate box. If ‘Syegi 
show the gross amount received or to 


be received in the appropriate box. 
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Pensions 


Line 


3 


Report if you receive or will receive any pension 
income by checking the appropriate box. If you 
answered ‘‘yes,’’ complete questions 32-33. If you 
answer ‘‘no,’’ please proceed to question 34. 


Record(s) of 
Employment 


Line 


34 


You should attach all your Records of Employ- 
ment (ROEs) to your UI application. We need 
them to assess if you are eligible for UI benefits 
and if so, to determine how much money you’ll 
receive under UI. 

Complete questions 35, 36 and 37 if you don’t 
have all your ROEs. 

Use section J if you need more room to explain 
why any of your Records of Employment are 
missing and the efforts you’ve made to get them. 
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Don’t delay filing your application even if you 
have not received your ROEs. Send us any mis- 
sing Records of Employment as soon as you get 
them. If you have made efforts and can’t get your 
Records, the local CEC will then help you to 
obtain them. 


38 


39 
40 


If you answer ‘‘yes’’ we will need a little more 
information. For example, is your employer your 
spouse, your parent or your child? 

Please provide details in the appropriate space. 


Check the appropriate box. If you own shares 
in the company or companies for which you 
worked, answer ‘‘yes’’ to this question. 


Check the appropriate box. An example of a 
‘*business relationship’’ would be if you, as a clai- 
mant, were a partner with your employer in 
another business. Another example would be if 
you were a shareholder in another business in 
which your employer also owns shares. 
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FS Work desired 


Line 


41 


bd 


When you answer ‘‘yes,’’ we still need a little 
more information. 

You may be ready and willing to work immedi- 
ately but we need to know if there are any days 
during the week you can’t work. 

Also, we need to know if there are any hours 
in each day of the week you can’t work. 

If you answer ‘‘yes’’ to one or both of the 
above questions (a and b), please complete An- 
nex 4 Availability for Work. 

If you are not ready to work immediately and 
answer ‘‘no,’’ please explain why you are not 
available for work and indicate the date when you 
will be available. 


4? a 4 In order of preference, list the specific 


45 


Note: | | - 
It is important that you cor 
order for us to help your 

as possible. 


types of work you are looking for (for 
example, accounting clerk, pressure welder, diesel 
mechanic). For each, indicate the number of 
years you’ve worked in the job and what salary 
you expect. 


List the cities, areas of cities, towns, provinces 
or territories in which you’re willing to accept a 
job. 
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Education 


Line 


A 6 Indicate the highest level of education you have 
completed. If you have completed college, univer- 
sity or an apprenticeship course, indicate the 
corresponding diploma, degree and/or trade you 

have obtained. 


A7/ List any other licenses and/or certificates you 
have earned. 


Current 
Status 


If you answer ‘‘yes’’ to any of the questions in section 
G, don’t forget to ask the receptionist at your CEC for 
the appropriate questionnaires to complete. 
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J ' WorkForce 
History 


Line 


5 A person’s work force history over the previous 
104 weeks may be required to assess their eligi- 
bility for UI. 
If you were receiving payments under a provin- 
cial law due to a preventative withdrawal from 
employment, include them in Box B. 


| : Maternity 


This section must be completed in full, if applicable. 


Line 


5 If you’re pregnant, give the expected date of birth 
of your child. 
This date must be supported by a medical cer- 
tificate signed by your doctor. If you can’t do 
this immediately, explain why in section J. 
Submit this application at once and send us the 
certificate as soon as you can. 
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Additional 
Information 


Use this section if you require more space to describe any 
other information relevant to your claim. 


Declarationand 
signature 


Please don’t forget to SIGN and DATE your application 
to prevent delays in the processing of your claim. 


Note: oe oe 
Generally, at the beginning of each new claim, you 
must serve a standard two-week waiting period 
during which no benefits are paid. 
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Your rights under the Privacy Act 


Under the Privacy Act, you have the right, on written 
request, to have access to records held by the federal 
government that contain personal information about you. 

You also have the right to request correction to that 
information and have notations made to your file if a 
request for correction has not been accepted. 

To find out more about your rights and the uses of your 
unemployment insurance, employment and immigration 
records, consult Info Source (Sources of Federal Govern- 
ment Information). 

Copies of Info Source are available for public reference 
at Canada Employment Centres. 


Telephone Access Code (TAC) 

When you received your first UI Report Cards , a 

four-digit Telephone Access Code (TAC) appeared 

on the address form. This TAC allows you to find 

out information on your claim over the telephone. 
This code is used to ensure that no one but you 

will find out information on your claim. Therefore 


it’s important to keep the code in a safe place. 
You should be aware that if you reveal the code 
to other people, they may gain access to informa- 
tion or take action on your claim on your behalf. 
Always have your TAC and your Social Insurance 
Number ready when you call your CEC. 
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A reminder 

Knowingly making false or misleading statements is 
an offence under the law. The Canada Employment 
and Immigration Commission has control programs 
to detect abuse of the Unemployment Insurance (UI) 
Program. We also investigate third party reports of UI 
abuse. 

During the year 1991-92 we conducted over 1.1 mil- 
lion investigations and uncovered about $216.7 million 
in Overpayments. In addition to recovering overpay- 
ments, we have imposed about 153,000 penalties and 
undertaken 894 prosecutions. 


Finally, we also have a disclosure policy. If a clai- 
mant or employer admits to abuse before an investi- 
gation is begun, there is no penalty or prosecution. All 
Overpayments, however, must be paid back. 

For further information, contact your local Canada 
Employment Centre. 
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